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 After logging in, you will come to this screen. 

 Click on the top “click here” to enter your grant ID number and hit 
search 

 Scroll down a little and select your Grant ID number in blue 
(below is what you will see) 

 



 
 

 Select the monitoring tab at the top 
 

 



 

 You will select the report you would like to create. We will only be using fiscal 
and program reports for the Safe Haven grants.  All grantees will need to 
complete the program report and fiscal report. 

 
 

 Fiscal Report-if you are submitting a report for reimbursement monthly, you will 
need to select interim report and change the calendar date to the end of your 
requesting period.   

 
 



 
 
For the quarterly reports required by the Egrants system, it is fine to just hit submit with 
all zeroes in the columns. 
 

 You will enter the amount of Safe Haven funds your are requesting in the State 
portion on the top 

 If you are reporting match, you will report that in the match section that you 
indicated in your budget section of the application. 

 In the budget categories section you will need to put how much you are 
requesting from each category.  If you are reporting match, you will need 
to include these amounts in the totals for the categories as well so your 
amounts match on the top with the bottom. 

 DO NOT USE THE OUTSTANDING SUBGRANTEE OBLIGATIONS 
COLUMN 

 Make sure you click “add attachment” to include your supporting 
documentation.  I will return the report if this information is not included. 

 Once the documents are added click the submit button. 
 



 
 

 This screen will appear. This serves as your signature as you are agreeing the 
information you have entered is complete and in compliance with the guidelines. 

 This will take you back to the Main Summary page of reporting and you 
will be able to see the approval status.  Once the approval status is 
approved, an invoice is submitted to our fiscal department for 
reimbursement.  Please remember that invoices are paid 35 days in 
arrears and I will process the invoice on the date that I receive the 
approved reimbursement request. 


